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Utilizing Team Shopping Cart Functionality 

To use the Team Shopping Cart functionality: 

The Requisitioner must establish substitutes in My Settings → Change Attributes → User 

Account tab 

1. Select My Settings 

a. Left navigation pane under – Services 

2. Select Change Attributes 

 

 

 

 

 

 

 

 

 

3. Select the User Account tab 
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4. Select the EDIT button to proceed with the assignment 

a. Your “Procurement Substitutes” will be the individual(s) processing Shopping 

Carts on your behalf 
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5. Use the search function to locate your “Procurement Substitute’s” name 

 

6. You have the option of searching for the “Procurement Substitute’s name by entering 

P00 (employee number) beside the “User” field  
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7. Another method is to search by entering their Last and First name.  Select the SEARCH 

button and the results will display.   

 

8. After locating the individual’s name, select the gray box and/or P00 (employee number)   

 

9. The P00 (employee number) populates the Name of Substitute within “My Procurement 

Substitutes for Team Purchasing” area 

10. Complete the Start Substitute On and End Substitute On date fields by selecting the 

calendar match code 
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11. If additional “Procurement Substitutes” are required, select the ADD LINE button and 

repeat the previous steps 

12. Select the SAVE button to save the updates 

 

 

 

 

 

 

 

 

 

 

 

13. Within the Shopping Cart, the Team Shopping Cart box must be checked on Step 3 of 

the wizard prior to ordering the Shopping Cart (the box will not be available if Step 1 has 

not been completed) 
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14. On a copied shopping cart, the Team Shopping Cart indicator will only be available for 
those carts created AFTER the Team Purchasing Substitute(s) have been set    

 

Additional Functionality: 

• Shopping Carts must be in a Saved status to use the Team Shopping Cart functionality 

• Team Shopping Cart functionality does not apply to Plan Driven Procurement (PDP) 

Shopping Carts 

• To switch back and forth between users when editing a cart, the users must be set up as 

a substitute for each other 

• Team Shopping Cart functionality includes: 

 Find and Edit/Save carts – This functionality keeps the cart with the original 

Requisitioner (Business Partner and workflow), and is done in the Team 

Shopping Cart POWL  

 Take Over - This functionality allows carts to be ordered by another user (in the 

event of leave/retirement…) 

• In Display SRM Documents → Search All Shopping Carts, Team Shopping Carts have an 

indicator in the far right column 
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Accessing Team Shopping Carts: 

1. A Requisitioner’s Team Shopping Cart will not display in the owner’s Shopping Cart 

POWL until the box is selected for Show My Team Carts in the Quick Criteria Search 

 

2. For a substitute to display a Team Shopping Cart, the Team Shopping Cart POWL must 

be used 

 

3. Team Shopping Cart functionality includes “Take Over” 

a. Take Over allows a substitute to order a cart created by a different user 

b. To use Take Over, highlight the cart in the Team Cart POWL 

i. Select the TAKE OVER button 
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c. Take Over functionality can also be performed by selecting the TAKE OVER 

button after opening a cart from Display SRM Documents →Search Shopping 

Carts 

 

d. Upon ordering, the Team Shopping Cart will show the initial requisitioner as the 

creator, but will follow the workflow for the user who ordered the cart.  Either 

the original requisitioner or substitute can change the cart while in workflow. 

e. While a cart that has been taken over maintains the original requisitioner as the 

cart creator, the requisitioner ordering the cart is listed in the Buy on Behalf of 

field 

f. Once a substitute takes over and orders a cart, the cart will display in the 

substitute’s Team Cart POWL, as well as the Shopping Cart POWL (after checking 

“Show My Team Carts”) 

 


